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Personnel Transactions Division 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEE 

The Merit System Act (Act 12 approved 3/10/71 as mended) Provides that: 
"A copy of the payroll of each agency under the Merit System shall be submitted to the 
Director by the appointing authority within thirty calendar days following each payroll period. 
The Director shall review the payroll for comformity with the provisions of these rules and 
certify them within thirty calendar days to the department. 
payroll exceptions to the State Auditor practices and procedures not in accordance with these 
Rules and Regulations . I 1  

Payrolls are reduced to punched cards and a machine audit is performed, which results in 
an exception list printout. 
returned to the department for correction and/or explanation. There are approximately 35,000 
Merit System employees, and the majority are paid twice each month. 

The Director shall forward as 

This list is manually checked and unresolved exceptions are 

. .  

The payroll reports show employee name, social security number, position number, class 
number, amount of days in pay status and amount of pay. 
printout or typed copy of the complete payroll for each pay period. 
accompanied by punched cards. 
Center. 

All departments forward either a 
Printouts are 

Typed payrolls are reduced to punched cards by the Computer 
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QUESTIONNAIRE Place .n "1" In the proper c01u.a. Ir  L I I S W ~ T  1. "YES.. plc..e eXplalD 

13. Is t h i s  the  Record Copy o$ t he  series? 

14 .  Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? , 
15. Is the information contained i n  t h i s  series ever summarized o r  published? 

16. Does the  s e r i e s  contain . .  c la s s i f i ed  information requiring securi ty  handling? 

18. Could the  function be performed i f  the  f i les  were l o s t  o r  destroyed? 14 11 

Each Department and S t a t e  Auditor re ta in  copies. ! 

State  Auditor's annual report  summarize 

17. Does the  series document pol ic ies  and procedures of  agency's opbration-or function? [ ]  18 
- 

19. Is the series ( o r  major portion of i t )  regularly microfilmed? I f  yes , why? 

20.  Does the  record series pr&ide data as input t o  811 EDP f i l e ?  

21. Does'the record se r i e s  contain docmientation produced as EDP printout?  .' [A t I 
22. Is the se r i e s  affe.cted . .  by Federal or  grant funds? I .  . .  . [ A  [ I  

- i t l  ', [$ 
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23. W i l l  t here  be 'a need fo r  these recoras' -10 , . . 15 . years . . - from . .  now? . I f  'yes., . what? . .  .~~ 

.. . . . .  . . .  . .  . .  ~~~ ~ 
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24. REQUIREmNTS. The-. following ~ r e < i - r e s ~  the ~~ ' f i l e s  t o  be . .  kep tpeTi Ieh t Iyyea r s  : ~ . .  . . . .  . 

a. WSTATE . b. [ ]STATUTE OF c. []AUDIT . .  . d. []FEDERAL . e. [ IADMINISTFtATIh ' f .  []HISTORICAL 
LAW . .  LIMITATION ' .  . P E R I O D .  ' LAW . . DECISION ~ I. VALE3 ' .. 

r'Cite Law, .~ Statute, or other reas& .. ~. for the retentioh' requirement) ~ 
. 

. .  . 
Merii 'System A c t  (Act  12, approved~.3/iO/?! as amended) .as,  contained i n  M e r i t  System. Rules and 
Regulations paragraph 3.803. Rules may be ammended by -the State P e r s o k e l  Board. 

-- - I_-- -- 
m C Y  RECOb@ENDATION$. This agency recommends t h a t  t he  f i l e  series be cut off at the  end- 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[aOTHER Audit period ,then : 

~ . [ ] ~ e s t r o y  immediately after cut of f .  
B. []Hold. i n  current ~ f i les .  a r e a  

.. 1 .[ ]Destroy. 

1 
month( s / .~ year( s) , then : . . 

.~ . .. . .  . .  . .  
.~ 

. .  . .  
. .  - Z . .  []Tran'sfe,r to.  recbrds cen te r ;  hold . .  year( s ) , then.: .. . 

* a '  []Destroy. ~. 
.. . b [ ]Transfer h i s t o r i c a l  material- to'Archives ; . _  . .  

.. . 

destroy remainder. 
3 [ a k s t r o y  a f t e r  audit  -sx#x~- 

/- C. []Hold i n  current f i les area indef in i te ly .  
D. []Hold i n  current f i les  area--_ _year( s )  , then t r ans fe r  t o  Archives permanently. 

E. []Other 
, 

(Indicate briefly rationale for  recornendations above/or write additional remarks) : 
Departments r e t a i n  record copy. S ta te  Auditor maintains one copy, summarizes and publishes 


